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  Training Procedure 

1 Purpose

The purpose of this document is to outline the initial and ongoing learning and development requirements of all staff, and external contractors.
Training consists of a combination of reading and acknowledgement of procedures and work instructions and on-the job training that provides staff with the skills and knowledge to perform their assigned duties. 
This procedure applies to all employees and external contractors to the facility who have been trained to the procedure, and have demonstrated competency.
2 References \ Definitions
2.1 References

Insert list of referenced documents here
2.2 Definitions / Abbreviations
	WT / A
	Workplace Trainer / Workplace Assessor

	Assessment
	The process of collecting evidence and making determination regarding the progress of an individual towards satisfying the competency criteria

	Competency 
	The knowledge and skills and the consistent application of that knowledge and skills to the standard of performance required.

	Direct Supervision
	One to one direction and guidance during training until assessed as competent in the relevant task.

	Ongoing competency
	Training provided ;
· In response to workplace change

· Scheduled training following a set period of time

· Retraining if an assessment outcome is NYC (not yet competent)
· Identification of additional or retraining needs


3 Flow-chart of process  














4 Induction & Orientation
4.1 Staff
	Step
	Description

	1


	Induct staff according to the requirements below:
Job status
Induction requirements
All staff 

· Induction kit (orientation to site)

· OHSW procedure Induction Checklist within 2 weeks

· OHSW compulsory modules to be completed prior to working in the laboratories

·    Introduction to GMP
Staff working in the Facility
As above, with the addition of;

· Facility Induction Checklist 
External Contractors

· Contractor GMP training

· Facility Induction  / orientation

· online OHSW
(Note: staff performing tasks prior to completion of GMP training, must be supervised, and all record entries countersigned by a competent staff member.)

	2
	Set up training folder according to the requirements below
Section...
Contains...
1

· GMP Assessment record

· Completed induction records, as per step 1

· Signed Position Description (if applicable)
· Training Plan
2
· Training Attendance Records / Assessments

3

· Course / Conference Attendance Record

· External training provider certificates


	3
	Managers only
· Customise Training Plan to suit each individual staff members designated role.
· Update Training Register for all completed training activities.

	4
	All staff 
· Sign Signature Register

· Review and sign Position Description (if applicable)
· Complete induction as per Step 1


4.2 External Contractors
	Step
	Description

	1


	Induct contractors according to the requirements below:
Job status
Induction requirements
External Contractors

· Contractor GMP training

· Facility Induction  / orientation

· OHSW induction


	2
	At the completion of GMP training, contractors are to be
· Provided with a GMP certificate

· Entered on to the GMP Contractor database.
Note: Contractors who have not been entered as competent on the GMP Contractor Register, must be supervised at all times when working in a manufacturing facility.


5 Initial training
Initial training refers to the first time that a trainee is trained in a process relevant to their work area, or role. 
	Step
	Description

	1
	Manager or Delegate:

· Schedule training as required. If training is self-paced, or by e-learning, schedule a time for the completion of the training and notify the trainee of the required completion date.
· Ensure that the staff member attends scheduled training sessions.

· Ensure that staff are not performing tasks unsupervised if they have not been assessed as competent to perform that task.

· Manage staff training folders to ensure that training records are complete and current.

· Manage Training Register – refer to section 8.

· Ensure that records of induction and training for external contractors are stored appropriately. 

	2
	All staff: (this does not apply to external contractors)
· The Training Plan that will be provided to you by your manager is to be completed.  Completed training plans are to be filed in staff training folders. 
· Attend all scheduled training sessions

· Do not perform tasks unsupervised, unless you have been assessed as competent in that task.

	3
	If...
then...
The staff member has previous experience and / or evidence of competency, to perform a task

· Complete the Recognition of Prior Learning Form (RPL).
· The manager of the staff member is to review and approve RPL.

· Attach evidence of competency to form and file in training folder.

Note: all staff members who have been approved as competent by this method must be supervised by a competent staff member until such time as they have been deemed capable to perform the task without supervision, with the exception where RPL has been granted to an author of a process. There is no requirement for the completion of an assessment if RPL has been granted.


6 Training & Assessment Codes

	Code
	Meaning

	C
	Competent

	 NC
	Not Competent

	NYC
	Not yet competent (further training required)

	RPL
	Recognition of Prior Learning

	At
	Attended (used for training sessions where there is no requirement for an assessment)

	RA
	Read and Acknowledged

	NR
	No requirement for training (May be used where some of the components within an assessment are not relevant to the trainee)


7 Competency Assessments
Competency assessment must be performed for staff once they have been trained in relevant aspects of their work requirements.
Competency assessments must only be conducted by accredited assessors.

	Step
	Description

	1
	Assessor only:
Conduct Assessment;
· Knowledge component – can be written, oral, or by e-learning.

· Skills component – may be written, or by practical demonstration of the task 

	2
	Assessor only:

Determine competency and assign code to each assessment component. Refer section 6.
· Attach Evidence of competency to the assessment and sign the assessment prior to returning to the trainee.
· Indicate on the assessment a reason for any outcome of ‘NC’.

	3
	Assessor only:

· Forward the completed assessment to the trainee’s Manager.

	4
	Manager or Delegate:

Give the assessment to trainee
· Ensure that upon the return of the assessment from the trainee, that the assessment is complete and signed.
· Update the Training Register (Refer to section 8)

	5
	Manager or Delegate:
· File all completed Training Attendance Records and Assessments in training folder. Do not remove training records, from the Facility. These documents must be managed in accordance with the Records Management Procedure.


8 Management of Training Register
	Step
	Description

	1
	Manager or Delegate:
· Ensure that the Training Register for your work area is complete and accurate
· Refresher training is to be scheduled prior to the due date

If...
then...
A staff member leaves the organisation

Update the employment status column for that staff member to ‘Ceased employment’. The entries for that staff member are not to be removed from the register, but can be hidden from view.


	2
	Refresher training is to be entered on to the training register to assist with scheduling, but it must also be recorded on the Ongoing Competency record (refer to section 9).

The Training Register automatically provides the first refresher due date, based on the date the training was completed. Thereafter, it is the responsibility of the manager to make sure that refresher training is scheduled as per section 9.


9 Ongoing Competency
9.1 Refresher training (Staff and external contractors)
To ensure that staff and external contractors maintain competency over time, refresher training is a mandatory requirement.
	Step
	Description

	1

	Refresher training is scheduled according to the table below. 

Training requirement
Refresher Due
GMP
· Staff: 2 yearly
· Contractors: 2 yearly
Operational Procedures

2 yearly
Emergency Warden training

Every 2 years
OHS procedures (general)

N/ A 

HR policies and procedures

N/A, unless otherwise specified by internal policies.



	2
	Conduct refresher training and record on Staff Ongoing Training record
NOTE: there is no requirement to have one record for each training component. 

	3
	Ongoing Training record is to be filed in training folder.

	4
	Update Training Register


9.2 Re-training

Re-training and assessment may be required as a follow-up to a non-conformance, or if the staff member did not attain competency at assessment.
Where it has been identified that re-training is required, the staff members concerned must not perform those tasks until re-training has been conducted, and competency achieved. 
	Step
	Description

	1
	Conduct training. Training must be delivered by an expert in the procedure, or process.

	2
	Assess staff member. 

	3
	Complete Ongoing Training Record.

	4
	Update Training Register


9.3 Staff returning from leave

Staff returning from leave must not perform tasks unsupervised, where there has been a change to the process in the staff members’ period of absence, until they are fully informed, or assessed as competent to perform the task.
	Step
	Description

	1
	When...
then...

Staff member returns from leave 

Manager, or delegate is to;

· Identify all procedures or processes which have been introduced, or changed in the period of absence. (Note: The Training Plan in the Training Register may be used to assist with this process).
· Schedule staff member for re-training, if applicable
· Prepare a list of all documents to be read and acknowledged by the staff member, and attach to a Document Communication Notification. 

If...
then...
A staff member has been on leave for >12 months 

Schedule refresher training (as per section 9.1) 




10 Management of Training Records
Training records provide evidence of competency and must therefore be complete, accurate and available at all times. 
	Step
	Description

	1
	Manager or Delegate:
Ensure that all training records are;
· Complete and signed

· Accurate

· Filed in training folder

	2
	All staff: (this does not apply to external contractors)
Ensure that all training records, evidence of competency and all training certificates by external training providers are filed in your training folder.
Copies may be made of training records, but the originals must remain filed.

	3
	Manager:
Where a staff member has ceased employment, the training records remain the property of the Facility, however copies of training records may be provided to the staff member upon request.


11 Trainer / Assessor Competency
It is preferable for training to be conducted by an accredited trainer, however, training may be conducted by a subject matter expert. 
11.1 Accredited trainers
	Step
	Description

	1
	Prior to conducting training of staff;
· Trainers must have completed an accredited course which qualifies them as a workplace trainer. Evidence of successful course completion must be kept in their training folder.
· Trainers must have read and acknowledged this procedure.

	2
	External Company representatives may perform training of staff for specialised procedures, or equipment.

	3
	Where training is conducted by a subject matter expert, that expert must have;

· Evidence of competency to perform the task

· Read and acknowledged this procedure.


11.2 Accredited Assessors
	Step
	Description

	1
	Prior to Assessing staff;
· Assessors must have completed an accredited course which qualifies them as a workplace assessor. Evidence of successful course completion must be kept in their training folder.

· Assessors must have read and acknowledged this procedure.

	2
	It is desirable, but not mandatory for an assessor to be competent in a task prior to performing an assessment, providing that there is a Facilitator’s Guide in the use of the assessment, which clearly describes the expected assessment outcomes.


11.3  Workplace Trainers & Assessor (WTA) Register
	Step
	Description

	1
	Record details of accreditation in WTA Register. All accredited trainers and assessors must be documented in this Register.
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